
Didja Know?

• Did you ever think you signed your 

document but come to find out you really 

didn’t?  How annoying is that?

• Well, help is here.

• Follow these instructions and you can 

solve the “mystery”.



Did You Know?

• So, you are thinking, “Boy, it sure is taking 
a LONG time for my Approving Authority 
to approve my request.  I leave tomorrow 
for my TDY”.

• Well, maybe the guy that approves your 
request isn’t the reason why you haven’t 
seen an approval.



Did You Know?

• You better go in to DTS and see where 

your Authorization is.

• Here is a quick way to see what the 

problem might be.



Log in to DTS and Click on

“Official Travel”  Then Click on 

“Authorizations”



Locate the trip you are checking on.

Oops!  Now I see the problem.  

It says “Created” instead of “Signed”.

So, click on the “edit” button

and get started signing your document
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After you have verified your “Other

Auths.” and “Pre-Audits”,  you 

can click on the “Submit Completed 

Document” button

Click



Ta Da!

You have successfully SIGNED your Document.

Your Document will now move on to the Reviewer so you

move on to the next challenge work has thrown at you.


